 Residential HVAC Sales Associate
JOB TITLE: Residential HVAC Sales Associate
JOB CLASS: Exempt

DEPARTMENT: Sales / Service
DATE OF PREPARATION: 09/11/16
REPORTS TO : Sales Manager / Lead Coordinator
JOB SUMMARY:

Meets with potential customers on pre-scheduled appointments to diagnose problem(s) and determine customers’ desired outcomes. Proposes solution(s) to resolve problem(s), brings sale to a close, writes and submits job proposal. Attends weekly meetings and trade shows. Supports the management and mission of the company.

KEY PERFORMANCE INDICATOR:

Average:

· Closing %






Minimum Benchmark: 50% (Non Lowes)
· Gross Margin






Minimum Benchmark: $1,500/Day
· Presentations per day




Minimum Benchmark: 2-3 per day

· Self Generated Leads




Minimum Benchmark: 30% of presentations

· Completed job proposals



Minimum Benchmark: 95% of presentations

ESSENTIAL JOB FUNCTIONS:

1. Drives to potential customers’ home to meet with them for pre-scheduled appointments. Builds rapport and demonstrates expertise in HVAC Replacement Systems and related services. Determines customer’s problem(s), needs, and desired outcome(s) by asking questions and completing a customer questionnaire or “Fact Sheet.” Identifies problems and opportunities in the customer’s home and then proposes solution(s) to resolve problems and meet or exceed expected outcomes. Attempts to bring sale of solution to a close 100% of the time. (55%)

2. Writes job proposal for each job to include diagram(s), photographs, instructions, inventory needed, the customer “Job Work Sheet,” accomplish list, pricing lists and the total price of the job.  Turns job proposals into Sales Lead Coordinator every 24 hours. Follows up by phone with Open Proposals and re-visits the customer as necessary to bring the lead to a final disposition.  Responsible for assisting in the financing of a job and with collecting payment on past due accounts. (30%)

3. Attends weekly production, service and sales meeting. Attempts to meet and/or exceed sales goals. (10%)

4. Builds relationships and generates leads at trade shows during the year. Attends as requested and scheduled.  (5%)

5. Regular and punctual attendance.  Ability to legally drive a motor vehicle.

MARGINAL JOB FUNCTIONS:

1. Performs other related duties as assigned by management.
2. Advises Production Manager and foreman on details of job proposal, as requested.

3. Assists with service issues as necessary, and provides guidance and customer details to the Service Manager in a timely manner.

DIRECT REPORTS:

None

NECESSARY KNOWLEDGE, SKILLS, ABILITIES (KSAs) and TALENTS:

1. Knowledge of business principles and practices.

2. Knowledge of sales, marketing, and customer satisfaction theories and practices.

3. Knowledge of construction, HVAC related products, Heating and Cooling Load calculations, Ductwork sizing and troubleshooting and related Home Performance solutions.
4. Skill in operating personal computer and programs well enough to perform PC presentations in customers’ homes.

5. Skill in rapport building, explaining features and benefits of solutions, and closing the sale.

6. Skill in reading, writing (legibly), and oral communication.

7. Ability to learn, understand, accept, and put into practice the 12 Steps methodology of sales.

8. Ability to learn and understand the technicality of HVAC Equipment, Duct design and Home Performance systems.

9. Ability to make customer’s needs and desired outcomes very clear by being precise and thorough. 

10. Possess talent and personal traits:

· Customer Focus
· Resiliency

· Results Orientation

· Diplomacy & Tact

· Goal Achievement

· Personal Accountability

· Continuous Learning

· Integrity

EDUCATION AND EXPERIENCE:

1. Bachelor’s Degree in marketing, business administration or related field;

2. Two (2) years experience in customer service or related field; or,

3. An equivalent combination of education and experience to illustrate a proven track record in the business field.

PHYSICAL REQUIREMENTS:
0-24%
25-49%
50-74%
75-100%

	Seeing:

Must be able to see well enough to read reports, data, statistics & information on computer screen.
	
	
	
	X

	Hearing:

Must be able to hear well enough to communicate on the telephone and in person.
	
	
	
	X

	Standing/Walking:
	
	
	X
	

	Fingering/Grasping/Feeling:

Must be able to operate computer & calculator.
	
	
	
	X

	Climbing/Stooping/Kneeling:
	
	
	X
	


PHYSICAL DIMENSIONS for Lifting, Carrying, Pushing, Pulling:

Light Work: Exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force frequently, and/or a negligible amount of force constantly to move objects. Job involves sitting most of the time, yet the use of arm and/or leg controls require exertion of forces greater than for Sedentary Work.  

Behavioral Standards

Calmness Don’t become rattled when the pressure is on.
Commitment to Improvement Abide by processes that have been and are being developed with a consistent effort for improvement.
Continue to Learn The search for knowledge keeps the mind alert and active, often resulting in innovations.
Reasonableness It is one thing to be rational; it is quite another to be reasonable. To be rational is to rigidly impose the rules of formal Logic upon life and all human behavior. Strive for a reasonable balance.

Thoroughness and Persistence A half-hearted and shallow approach to accountabilities will spoil results. Practice Thoroughness and Persistence
Resiliency Business can bring disappointments, frustrations and outright disasters. Rather than naively hoping that nothing bad will ever happen be prepared to bounce back from setbacks no matter how bad they may seem to be at the time.

Basic Loyalty The Company’s Future is closely tied to your success: A common destiny: You play a role in embodying the spirit of the company and should demonstrate loyalty with a sense of allegiance.

No Cynicism in the workplace! 
Cynicism, distrust, sarcasm, suspicion, skepticism, doubt, scorn and backbiting are unacceptable behaviors that have NO PLACE IN THE WORKPLACE! Be careful how you express frustrations. How you actually feel about any situation is not the issue. The issue is how your reactions are perceived: Your reactions or perceived reactions will “set the mood” for the entire team. 

Be responsible.

Smile A smile can “set the mood”. 

Maintain a good, healthy sense of humor. Try not to be terminally professional.

Don’t worry or be concerned about failure. You represent a company that offers the best product and service in your area. Understand that the value of the products and services you offer your prospect far outweigh the investment. Be proud of that fact. Maintain a posture of confidence and conviction in what you do, who you are and the company you represent at all times.
We perform our daily functions under the following Guiding Principles:
· Attracting, developing, and retaining a competent, creative, and highly motivated workforce
· Delivering Indoor Comfort, Health and Safety relative to Residential Heating, Air-conditioning in a convenient, equal, accurate, courteous, professional, and prompt manner
· Designing the highest quality and innovative HVAC Solutions
· Ensuring that the experience for our customers is of the highest quality
· Maintaining public trust by being an ethical, sensitive, effective, and cost-efficient organization in service to employers and employees alike
· Obtaining the highest level of Business profitability to survive, prosper, and grow in a safe and prudent manner
· Providing meaningful information and education to all Internal and external customers in a timely manner
· Sustaining our role as a respected leader in our community and Industry
Core Values

Quality
· Consider, understand, and manage risk
· Proactively explore service and product opportunities to better serve our customers
· Seek to “do it right” the first time
· Strive to exceed customers’ needs and expectations through competence, innovation, and teamwork
Respect
· Are courteous, responsive, and professional
· Stay present in the moment and actively listens to understand others
· Treat every person with kindness and humility
· Value and recognize every individual for their unique skills, talents, and contributions
Accountability
· Find solutions that contribute to desired results
· Give and seeks clear expectations
· Make sound decisions from experience, good judgment, and collaboration
· Take ownership of, and responsibility for, actions, risks, and results, and use outcomes as learning opportunities
Integrity
· Act in all endeavors with an ethical, honest mindset and in a professional manner
· Are truthful in all actions and communications
· Honor commitments, keep promises, and build trust
Openness
· Approaches every situation with good intentions
· Are receptive to new and diverse ideas
· Encourage a trusting environment by being genuine and transparent in actions and communications
· Listen, cooperate, and share across the organization
Balance
· Embrace opportunities for personal and professional development
· Maintain focus on long-term goals while meeting short-term needs
· Support a healthy personal and professional balance
· Support an environment that is optimistic and enjoyable in which relationships can prosper across our organization and communities
I have read, understand and agree to follow the guidelines set forth in this Position Agreement.

Name:_____________________________

Print:______________________________

Date: ______________________________

Direct Supervisor: _____________________________

Print: ____________________________________________

Date: _____________________________________________

PAGE  
1

